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	Policy Review, Understanding and Compliance

	
Policy:
	
Horizons Centre employees will review, acknowledge understanding of, and abide by Agency Policies and Procedures.





















	Guiding Principle:
	

















	Cross Reference
	Horizons Centre Annual Review Declaration
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	Policy Review, Understanding and Compliance

	
Procedure
	

	Employees will:

· have access to an Agency Policy and Procedure manual
· read and gain an understanding of policies and procedures during their qualifying period
· ensure that they ask for clarification if they have questions
· review annually
· make recommendations for revisions in writing
· sign the Horizons Centre Annual Review Declaration prior to the completion of the qualifying period and annually thereafter
· abide by the agency policy and procedure (see Human Resources Policy- Breach of Policy A3)

DOCUMENTATION

	A copy of the Horizons Centre Annual Review Declaration will be placed in the employees personnel file.
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